LEICESTER COMEDY FESTIVAL 2010 — ONLINE SUBMISSION PROCESS

The process for submitting shows for Leicester Comedy Festival 2010 has changed. There’s an online
form to fill out which will make your life and ours much easier when it comes to submitting a show to the
festival. Below is a guide to fill out the online form.

Please note — please inform the festival organisers if you are performing at previously unused venue for LCF2010. We need to
upload any new venues before you can start the online process. Please contact andy@comedy-festival.co.uk if you have any
queries.

STEP 1
Go to http://www.comedy-festival.co.uk/reqgister.php?rtype=pm

This will take you to a page that looks a little something like this.
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Notes
- All field marked with a * are mandatory.

- The last box to fill in is called “Description” — you should
enter detail about who you are and what your show is
called. This allows us to identify you as an act or a

BaE
s promoter that has been in touch with the festival prior
P to you submitting your show to the festival.
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STEP 2

Atfter filling in your details and clicking “Submit” we (at the festival) will then review your submission and
send you an email confirming that you can now log in and start submitting your show(s) for the festival.
If you need urgent/instant confirmation please call the office on 0116 261 681412.

STEP 3
After we have confirmed you as a promoter/act you can log in to your account at
http://www.comedy-festival.co.uk/cat/

This page will look something like this. [ ——
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STEP 4
After logging in you'll come to a page that has the following icons.
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To start creating an event click on “Create/View
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STEP 5

You can now start filling out all the come

Information required to submit your
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Please note
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Promoter Status :  (SlgDraft ) Ready For Submission
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In order to save your progress whilst creating an event ensure that you click “ Draft” (this button is
towards the end of the process) and continue to the end of the process and click “Add New”. You will
then be able to log out and come back to complete your submission at a later date.

Step 6

Leicester Once you have
completed all the

necessary steps and

Home =* Events =* Banners Logout :
you are happy with all
) the information that
st | Addjede | /// you have entered
[~ ADD EVENTS please acknowledge
Ef/ that you accept the
Terms and Conditions have read and accepk the terms and conditions Please dick here to read terms and Cond|t|0ns

Confirmation 1 confirrn that the infarmation abowe is correct as of koday's date and that T agree ko the above kerms and
conditions. Big Difference Company reserves the right to edit and amend this information as it sees Fit

To complete the
Add New [ process click on “Add
New”.

Back To List

* Mandatory Fields

Please note — the image appropriate for the show must be sent to lauren@comedy-festival.co.uk. The file
name must be that of the show e.g. andrewleitchstandup.jpg

You're event will now be reviewed by the team and it will be automatically uploaded onto the website
after approval.



